California Accountability and Improvement System
Fact Sheet 1: How to Add Users

Note: Only CAIS users with Administrative Rights (Admin rights) can add CAIS users.

1) To add a CAIS user, log onto CAIS and select “Setup & Maintenance.”
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2) On the Setup & Maintenance page:
A) Select “User Management.”
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3. On the Manage Users page:
A) Select “Add New User.”
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4. On the Add New User page:
A) Select an LEA from the drop-down menu.
B) Complete the First Name* field
C) Complete the Last Name* field
D) Complete the Email* field
E) Complete Fields for the Phone, Position, and Department
F) When the fields are complete, select “Create Account.” This will generate an
e-mail invitation to the new user to log onto CAIS.
Note: “*"These are required fields.

ADD NEW USER
Instructions/Description
District users must be associated with at least one district. District administrators may add district & school users, and assign submitters.
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2" Setting a user as Read-Only prevents them from accessing Setup & Maintenance. Their ability to browse elsewhere is unaffected, but they
cannot add comments, change files, or make any other changes. You cannot make yourself Read-Only. &
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When you click Create Account, an invitation with a link to the system will be sent to this user.
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